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M^YOmAMERM FOR* Director of Logistics 


SUBJECT 


PtodosrI to Revise Career Board Procedures / i- U 


1 G» 10 April the Logistics Career Board met to consider 
a proposal that the Board revise Its procedures relative to the 
rotation, reassignment and career developnent of Logistics 
Careerists. This proposal Bteraeed from recognition of the fact 
that our present system falls short of meeting cur needs . In 
addition, recent developments such as the adoption of the Agency's 
Mid-Career Training Program requires that we adept our procedures 
to adjust to nev requirements. Further it is believed that our 
present system is burdened by routine actions which could be 
handled as routinely outside the Board as they are sow handled by 
the Board. The thesis of this proposal la that the Board should 
devote greater attention to selected careerists and that long-range 
planning on their behalf will greatly strengthen the Career Service. 
As a corollary, the careers of the majority of our careerists should 
be managed in relation to generally Immediate objectives within the 
bounds of their substantive experience. This proposal would not 
affect current competitive promotion procedures . 

2» In order to Implement this plan the Career Board would 
assign members of the Career Service at each grade level to one of 
four broad categories as follows: 

a- Those whose present and past performance indicates that 
their potential to assume greater and broader respon- 
sibilities has not as yet been fully realized; 

b» Those who axe performing at or about the maxinnao, of 
febeir currently recognized potential but who are s 
nevertheless, making an effective contribution to the 
needs of the Service and are generally flexible; 

e. Those who are clearly restricted to narrow aspects of 
a broad activity ©r whose potential, can be considered 
only in terms of a limited range of performance; 
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outfitters Proposal to Revise Career Board Procedures 


’Bsose whose performance is marginal* whose flexibility 
ami mobility are severely restricted or whose minimal 
contribution msy raise questions as to their long- 
rangs or continued usefulness « 

fallowing the first review of our careerists, the Career 
Board would conduct annual reviews in order to keep the groupings 
current. It is not suggested that the assignment of any individual 
co a given category be irrevocable* A number of events may occur 
which would, suggest the desirability of assignment to a different 
category. There is no intent that there be rankings within each 
category. Rotation and r® Assignment of careerists in categories 
o s c, and d would be arranged by the Division or Staff chief having 
cognisance of the careerist v s primary speciality and the Career 
Management Officer. Rotation of careerists in category (a) would 
oe eceompliahed by the Career Board in consonance with plane 
developed for the individuals concerned. All rotational assignments 
would* of course, be subject to the approval of the lead of the Career 
Service. 

% . 1-Ms plan could be adopted within the present Board 
structure. The aaior advantages of the proposal sms 

a . Txjk identification of and greater attention to our most 
able careerists., More concentration css. this group will 
insure more orderly devalopaent of the- future leadership 
of the Career Service. It should be noted also that 
Agency policy, now in the process of development* will 
s-Sttjttire similar action Sji connection tilth Mid- ■Career 

t 'raining. 

b . The Identification of soots of cur less able careerists who 
m&w 3 in the near future, find that their careers with us 
an- less secure as we continue our effort to improve 
quality, will ana suit in a clearer focus on the group.. 

5- In summary we wish to emphasize the desire of the Board 
SSssfcera to institute a procedure which will provide a broad framework 
permitting greater attention to long-range planning and career development. 
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i«ijyBCE* Proposal to nevioe Career Board Procedures 


*Ss believe that by adoption of this proposal the Board trill be 
m&m . led to approach its responsibilities on a broad program 
basis as •sell as to devote careful attention to specific develop- 
jgextfcal plans for selected careerists o 

S« It is reeamasendad that you approve oar propose! » 
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LI 20-g 
PERSONNEL 
Revised SSL November 1962 


SUBJECT: C exposition .and Responsibilities of the Logistics 

Career lc»ard 

RESCISSION:- LX 20-2 dated 5 December 1961 


1* GEN ERA L 

'Ibis instruction establishes the organization of the Logistics Career 
Board and delineates responsibilities eoanectect with Its operation. 

2. P OLICY 

Hie Board is an advisory body established to advise the Director of Logistics 
in furtherance of his .wsspcnsibiXity to develop sad administer a career 
service designed to Meet the requirements ef the office and the Agency on a 
worldwide basis. 

3* COMP OSITION OF THE B O ARD AND PANEL 

a. The Career Board will. be composed of: 

Deputy Director of Logistics, Chairman 

Chief, Logistics Service* Division 

Chief, Planning Staff 

Chi.ef f Procurement Division 

Chief, Real Estate and Construction Division 

•Chief, Supply Division 

Chief, Transportation Division 

Chief, Printing Services Division 

Chief, Administrative Staff (Nonvoting in competitive promotion 'reviews) 
Personnel Officer, Secretary (Nonvoting) 

b. The Career Panal wi ll be composed of the Cliairman. of the Board and not 
(no.* than f-^ir r*or less than three members of the Board appointed to 
the Panel by the Chairman. The Chairman’s selection of Panel members 
will be guided solely by the concern of the members in the subjects to 
be considered. 

>u rdS-3P0NSIBILI .TnS3 

a. The Career Board, is responsible tor. 

“CROUP Y 

Excluded from automatic 

30400 and 

•declassification 
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M 20-2 

INSaiaUGTXON MO. HBH80HSBL. 

t.t 20-2 Revised 21 M'overober 1962 

(1 ) The formulation of policy pertaining to the selection, develop- 
ment, training, rotation, reassignment, and adtmcment . of the 
membership of the .logistics Career .Service. It will identify 
probleaas' and potential problems cenfronti’ig the logistics Career 
Service with respect to its sl»s, composition , and capability to 
aeet requirements for any of the personnel specialities repre- 
sented in the Logistics Career Service. 

/ (g) .Coadheting Competitive Promotion Seviews of careerists in grades 
GS-Xl through 63-14* 

(3)' Identifying careerists for further development within the Career 
Service. 

b* The. Career Panel, is responsible fori "• 

(1) Beconmendiag action to the Director of logistics or other appro- 
priate OX# officials in implaaent&tioa of policies approved by the 
Director o'. Logistics* 

(2) Making rec canaendations to the Director of Logistics regarding the 
selection, reassignment, and overseas rotation of members of the 
Logistics Career Service. 

(3) conducting Competitive Promotion Reviews of careerists in grades 
■ (J* : C7 through' 06-10. 

c« The Chairman will call meetings of the Board or Panel when he deems 

such are necessary or at the direction of the Head of the Career 

Service. 

'* ■ m \\ m : 

d. The Secretary will: . 

(1) Prepare and distribute an agenda and supporting data prior to . 
meetings 

(2) Present items on the agenda for eonsidei'sttlon and action at ‘ < i ; 
meetings . 

(3) Prepare minutes of meetings or results of Competitive Promotion 
Reviews for the approval of the Head of the Career Service. ifi , 

(H ) Distribute minutes of meetings after thei r npprov-'J hj the u.-*nd 

of the Career Service. : v ;; • ■ 
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POINT EVALUATION OF EMPLOYEE 
LOGISTICS CAREER BOARD 


NAME OF EMPLOYEE 


DATE POUJT RATING COMPLETED 


ATE POLNT F 


1 • EVALUATION OF PERFORMANCE 
FITNESS REPORTS 

FROM TC 


n 0? n 

' y* ■■■ Tf 3J 


GROSS TOTAL PTS. (NOTE: Take average of Gross 
A S S I GN ED points to find net total) 

As" 

/* 


NET 

TOTAL 

OF 

POINTS 


MAXIMUM 
NO. OF 
POINTS 
POSSIBLE 
TO OBTAIN] 


/J 


2 • EVALUATION OF POTENTIAL 

FITNESS REPORTS 
from to 


GROSS TOTAL PTS. 
ASS I GNED 


(NOTE: Take average of Gross 
points to find net total ) 


6 Yrs 
H Mo s 



EVALUATION OF TOTAL CIA WORK EXPERIENCE 
SERVICE COMPUTATION DATE WITH CIA: 


13 October 1952 


TOTAL CIA TIME 


4 • EVALUATION OF PRE»CIA WORK EXPERIENCE 

GRADE AT WHICH ENTERED ON DUTY WITH CIA: 


GS-12 


8 


2 


5- EVALUATION OF TIME IN PRESENT GRADE 

DATE OF PRESENT GRADE : 'i-t OH IHSG 


TOTAL TIME IN GRADE: 




Yrs 

Mos 


10 


EVALUATION OF OVERSEAS CIA SERVICE COMPLETED 
FROM 10 PLACE 


S AT I SFACTORY? 


TOTAL TIME 


TOTAL AMOUNT OF SERVICE COMPLETED. 


1 5 


EVALUATION OF FORMAL EDUCATION COMPLETED 

NO 


POSSESSES HIGH SCHOOL DIPLOMA: ^YESj 
CRED I TS COMPLETED 


PTS. 

IT 


NAME OF SCHOOL 

Tusculum College 
Tndlana Univ. 

FROM 

1931 

1932 

1932T 
1935 > 

N„9., f 9F ORBITS 

Four Years 

DEGREES 

BS 

tfcCamwon Sch.of Human 
Relations 

1945 

1946 

6 months 

none 

Butler Univ 

1950 

1950 

6 months 

none 


BS •■•#*¥* '4 •V** , V*V *• 6 


IQIA L PTS . , 


8. EVALUATION OF CIA TRAINING COURSES COMPLETED 

NAME OF COURSE a DATES SATISFACTORY? 

Four Hour Human Resources Program, 23-30 July 1953 yes 

- M i' /r j/^) 

/ (7 ) 


PTS. 

TC 




10 


total NUM^pproveoWrer Release 2001/08/01 : CIA-RDP80-01826R000400070004-1 


if 


95 + X 


Approved For Release^01/08/01 : CIA-RDP80-01826R00040QQJp004-1 

CIA INTERNAL USE ONLY 


MEMORANDUM FOR: Members of the Logistics Career Service 
SUBJECTS Career Development Through Self -Improvement 


1. This fall the George Washington University will again offer under- 
graduate courses to overt Agency employees at the Headquarters Building. 
Beginning next semester, American University and George Washington Univer- 
sity will offer a limited number of graduate level courses which will be 
available to Agency employees. These will constitute but a few of the 
large number of educational opportunities available to people in the Wash- 
ington area who are interested in embarking upon or continuing self- 
improvement programs. However, the Office of Training has pointed out the 
fact that the courses offered at Headquarters present a number of advan- 
tages: 

a. Instruction is given by qualified Agency employees. 

b. Classes meet one evening per week. 

c« Tuition costs are about one-third lower than campus rates. 

d. Registration is uncomplicated. 

e. Courses are fully accredited. 

2. At the request of the Office of Logistics, the Office of Training 
has arranged with George Washington University to offer at least one 
course which should be of interest to a number of Logistics Careerists. 
This is a basic course in transportation which we expect will be followed 
by a more advanced course next semester. We are hoping that a number of 
our people will avail themselves of the opportunity to attain a broader 

e due ■ background while gaining college credit in one of our sub- 
stantive fields. Another course which we think will be of value to many 
in Logistics is accounting. Apart from tbs general value of such a 
course, knowledge of accounting provides an excellent basis on which to 
deal with FPA matters . 

3« The Government Employees Training Act permits the Agency to spon- 
sor training of employees, subject to certain limitations . Our Training 
Officer is available to discuss questions of eligibility for training 
under this Act. The Training Officer also maintains catalogues and class 
schedules issued by local colleges and universities. The Personnel 
Officer and Career Management Officer are available to discuss aspects of 
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SUBJECT? Career Development Through Self-Improvement 


training as they relate to career development. The schedule of courses 
to he offered at Headquarters is attached. 

If. I hope that many of you -will see fit to consider seriously the 
benefits of participating in this program. 


Enclosures 

Proposed Off-Campus bourses at Langley 
Fall Session - 1962 



(rector of Logistics 
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PROPOSED OFF “CAMPUS COURSES AT IAJSGLEY 
FALL SESSION - 1962 ~ " 


George Washington University Courses ; 

Commence' week of 24 September! registration 13 & lk September 


English 1 
English 71 
Psychology l 
Economics 1 
Accounting 1 
His troy 39 
BA 101 
BA 171 
PS 111 

Speech 111 

*PS 172 


English Composition 

Introduction to American Literature 

General Psychology 

Principles of Economics 

Introductory Accounting 

Development of European Civilization 

Introduction to Business 

Principles of Transportation 

Introduction to Comparative Government and 
Politics 

Effective Speech Communication 
International Organizations The United Rations 


^Creditable toward MA in International Affairs 
American University Courses g 

Commence week of 17 September! registration 13 & Ik September 

■^Economics 19»512 - Equilibrium Analysis Is Theory of Prices and 

Production 

Economics 19»307 - Introduction to Quantitative Economics 
re ditable toward MA in Economics « 
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INSTRUCTION NO. 
LI 25-100-4 


LI 25-100-4 
TRAINING 
13 April 1961 


SUBJECT: Formal Training Requirements for Members of the Logistics 

Career Service 

REFERENCES: (a) ^^■^^■revised l6 June 1S>60 

(b) revised 13 November .1956 

(c) ^^^^^Brevised 23 June i960 

(d) Public Lav 85-507 CNcvernment Employees Training Act 
RESCISSION : II 25-100-3 dated 22 November 1957 


1. POLICY 

It is the policy of the Logistics Career Service to administer a broad 
program of training and in-service orientation for the members of the 
Logistics Career Service, specifically designed to; 

a. Train Logistics Career Personnel to better equip them in meeting 
the requirements of the position to which they are assigned. 

h. Prep' , i*e logistics Career personnel for reassignment and rotation, 
either at Headquarters or in the Field. 

e . Insure the continued broadening of Logistics Career personnel by 
providing a training program which will facilitate their career 
development within the Agency. 

2. TRAINING STANDARDS 

The minimum training standards are prescribed herewith for the members 
of the Logistics Career Service. In addition to internal training 
offered by the Office of Training and by the Office of Logistics, ex-., 
teraal training. gLJaaac y. expens e lasar .hkjaxtbhorized when the training 
is considered to be of im mediat e and potential usefulness to the 
Agency. The basic requirements, as outlined below, are set forth ac- 
cording to individual grade status and/or particular Job designation. 

a. Office of Logistics personnel who have management or supervisory 
responsibilities: 

Management Course (40 hours, part-time ) j or 
Supervision Course (kO hours, part-time) 

(The Mirnsgement Course is a prerequisite for external 
management training programs ) . 
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INSTRUCTION NO. 

12 25-100-4 


Ll 25-100-4 
TRAINING 
13 April 1961 


t). All professional and. clerical personnel entering oil dirty j 
As prescribed by CIA Regulation H|HH 


c . Clerical and administrat ive personnel up to GS-7: 

Clerical Refresher Courses, as required, to develop individual 
skills and potential. 

Administrative Procedures {3 weeks } 

d. Personnel, GS-5 thru GS-11, who have assigned Logistics duties at 
Headquarters: 


Logistics Support Course — Headquarter® Phase (4 weeks ) 

e. Personnel, GS-0 thru GS-11, assigned to a logistics position in 
DU/p Headquarters, or an overseas Field Station: 

Logistics Support Course - Headquarters Phase (4 weeks) and 
Field Phase {2 weeks) 

Operations Support Course (5 weeks) 

Supervision Course (40 hours, part-time) 

Logistics Orientation Program (Upon return from overseas < 
assignments). 


f. Personnel, OS-12 and shove, assigned to overseas positions as 
senior Logistics Officers at Office of Communications Stations, 
or DD/P Operating Division Field Stations and Bases* 

Logistics Support Course - Headquarters Phase (4 weeks) wnH 
Field Phase (2 weeks) 

Operations Familiarization Course (6 weeks) 

Management Course (40 hours, part-time) 

Clandestine Services Review (2 weeks) (Upon return from such 
assignment). 

(The Clandestine Services Review is a prerequisite course 
for personnel selected to attend external senior officer 
courses ), 


g. Personnel assigned to special professional and technical job assign- 
ments at Headquarters or in the Field: 

Logistics Support Course - Headquarters Phase (4 weeks* ) and 
Field Phase (2 weeks); or 
Logistics Indoctrination; or 

Logistics on-the-job, in-service training, or an apprenticeship 
tr&iui ug prograin bm required to daw lop particular vorkinjct 
skills and knowledge. ~ 
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INSTRUCTION NO. 
LI 25-100-4 


h ‘ Personnel detailed to the Office of Logistics may be con- 

sidered for enro-ilment in Agency training programs, a.s required 

particular job assignment, 'With the exception of external 
training programs . 

i. Foreign language training in direct relationship to current and 
proposed job assignments may be approved as an on-duty assignment. 
Foreign language proficiency will be considered by the SL Career 
Service Board in effecting overseas rotation assignments. 

3 • PROCEDURES AND COORDINATION 


LI 25-10C J i 
TRAIN!:' 
13 April 1# 


a. The basic training standards outlined above are important in the 
professional and career development of Logistics Career Service " 
members. The standard Agency courses, or their eauivalent, are 
considered as necessary requirements in furthering the career 
development of competently trained personnel who would be available 
to meet Office of Logistics Headquarters and Field requirements . 

k* lo order to assure that the training standards are satisfied, the 
Division and Staff Chief will coordinate all individual; training 
pians and actions with the 0L Training Officer. Personnel will 
be released from assigned duties in sufficient time to fulfill 
mi nimum training requirements for the new assignment. Consistent 
with working schedules and Other priority requirements, tr aini ng 
should he scheduled as soon as possible after entering on -duty 
or at least 90 days prior to reassignment or promotion,, as appro- 


u * . TRAINING BEYOND. THE REQUIRED MINIMUM 


pis Instruction prescribes only the minimum stand/, xus for training 

T '“'"T ** 1 ^ ^ -rnclni dutlea, and f or ' 

tlie development of maximum proficiency in job skills, and' knowledge 
to qualify them for logistical support duties. 


b. Self -education, self -improvement and seif- training should be encour 

ag^dy and further suppleinented by Agency-* sponsored training , The 
training for various specialised and technical logistics jobs will 
continue to be accomplished by means of Logistics on-thr-j.* and <n 
service training, apprenticeship training programs, formal Agency' 
courses, and external training courses. ^ - 

c. Staff and Division Chiefs should recfarssesd- personnel for additional 
Sntems-t. or external training programs to Increase the '■iffiM*™.',,- 

r J\*y ; y u * 

~ ' v diiu tim job. 

foreign language capability, career development, and potential of 
the employee. 
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IKSTMICTIOW NO. 
LI 25-100-4 


•LI 25-100-4 
TRAINING 

13 April 1961 


5. WAIVER 

Except as otherwise provided by CIA Regulation a waiver of 

these requirements may be authorised only by th^SiSetor of Logistics. 




25X1 A9a 


OL /as/swt 



ask 
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INSTRUCTION NO. 
LI 2'.'-100-2 


LI 

TRa ]|l f ]i'? 

21 Aur>i:U 1 % 


SUBJECT: Release from Duty of Office of Logistics Personnel for Train 
Prior to Overseas Assignment 


Policy . ... . 
Respons ibili ties 


r> 

u 


OKTEM'S 


Pc f/e 
, 3 
1 


POLICY 

It. is the policy of this Office to provide a reserve of trained personnel 
to meet overseas vacancies as they arise. Advance systematic scheduling 
of Logistics personnel through basic training programs will prevent the 
sending of partially trained or untrained individuals into responsible 
assignments . 

2. RESPONSIBILITIES 

a. It is the responsibility of division and staff chiefs to implement the 
.above staled policy by: 

(1) Assuring that a sufficient, number of trained personnel are avail- 
able to meet known rotation requirements* 


(2) Releasing those personnel from assigned duties who may need basic 
or supplemental training to prepare for an overseas- assignment. 

Inmost cases the Intelligence Or * on tat I on -Course . (forra^riy BOC), 
Operations Support Course* and Logistics •Support Course constitute 
the minimum formal training which should be completed prior to 
overseas assignments. In Pome? cases, howeve r, other more special- 
^,iiu o^hnica] training IV- also required. 


b* 


It is the responsibility of the Office of ILogl atl.es Training Of.fi ^-r 
to determine training requirements for each Lagiaties . .career, employ**#* * 

Not less than ninety days before an individual is it/yf' A 

for an overseas assignment* the. Training .Off Tovihw n-. 

ing record and schedule him for all nee es sary ? fcr&daxlng--- .which, ha#- * 

previously been completed* 


FOR THE DIRECTOR OF LOGISTICS t 


25X1 A9a 


Approved ^ 


$gse 2001/08/01 : ClA-RDPSOrl?^ 
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ITr.TKlWTIONW). 
LI 25-100-1 


U 25-100-1 
TRAIHIIS 
16 August I .056 


SUBJECT: Reporting Internal logic tics Training Activities 

REFCRRI'SCR: dated lft July 1950, subject: Headquarter rs 

Participation in Training Activities 


CKrjTTAL 


a. This Instruction implements reference regulation and prescribes procedures 
and reports involved. 

b. Reference regulation reaffirms the Agency policy of beeping at least five 
per cent of personnel in training status at all times. it also defines 
yprjoun types, of training - full-time, part-tiro, and un-the-job, grants 
authority to the Office of Training to approve nil internal training 
programs sponsored by other Offices, and outlines in general terms a 
monthly reporting system to become effective iiiwed lately . 

2 . PROCr-DUKRd 

a* 


Each Division and Staff Chief will submit to the Office of logintier Train- 
\ yys Officer a li«t of fortr*^ and on-the-job train •» nr. nctlvi oond.i* 

exclusively w* thin his division. This list wi l l include the following 
Information: 

(1) Objective^ of the course or program. 

(2) General outline of content. 

( 3 ) Length and usual frequency of training period. 

"other 1 nfonr-ati on necessary to comply with the provisions of P^rn- 
pro.ph Pc of reference rofVil^ttoii p^rtainin# to .criteria i or on- id 

job training. 

b. Any eh-iuv-s In internal training programs being conducted ltllllr ri'-Du 
j. tfiswj tl i fi i \ y to ite UI . /I ivh J n n (officer. • 

The OL Training Officer TU compile a. similar Unt of progr-’^ ' ' 


'OH rf.Ua Ui. r. r < 

coitaol 


is 1 to,.' In ties xupporl, Com-.-.-). Thin ! ‘ *’ 

•d with report- mbmlUcd by Division and Gtpf f Chiefs rn«l • >•'- 


to the Director of Training for approval. 

Approved For Release 2001/08/01 : CIA ^P8O-O182 6ROQ00t^|^^,^^^fl^ 


Approved For Release 2001/08/01 


CIA-RDP80-01 826R000400070004-1 

V 


INSTRUCTION NO. 
LI 25-100-1 


i r~irxdLlXLAJ» 

i,i : s- Hitj- i 


;A«.tut;8 

16 August I9y6 


3- REPORTS 

a. Individual Training Code Sheets for August 1956 will be submitted to tie 
OL Training Officer by e&h Division and Staff Chief on Fora Ho. 1025 by 
6 September 1956 . Thereafter, then© reports will be due on the third 
working day of each month. The OL Training Officer will compile similar 
statistics on personnel engaged in Office -wide programs during the month. 
Thee© reports will be consolidated by the Training Officer and submitted 
to the Director of Training by the fifth working day of the month in 
accordance with paragraph 4. a. (I) of reference regulation. 

b. Training conducted by Office of Training or external training sponsored 
by Office of Training taken by Logistics personnel will not be reported. 
Offi.ee of Training itself will compile statistics on such training. 


FOR THE DIRECTOR OF LOGISTICS s 



c. F r- — 
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